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Represents a batch process within the PeopleSoft system.  Use 

a verb phrase (Process Invoice) NOT a noun phrase (Invoice 

Processing) to describe the step.

Decision 

Outcome X

Step 

Description

Represents a process or step that is performed manually. Use a 

verb phrase (Process Invoice) NOT a noun phrase (Invoice 

Processing) to describe the step.

 1.1.1

Approve PO

End

Represents an interface or a process step that is performed 

within the PeopleSoft system. Use a verb phrase (Process 

Invoice) NOT a noun phrase (Invoice Processing) to describe 

the step.

The step number should 

be placed at the top of 

each step or process

Document

Represents an entity (person, organization, etc.). 

Used only when necessary to show the source of 

important information Inter Process Connector. Used to connect steps 

between business processes. Description can 

include Process step name. (e.g. General Ledger 

Sub Process 5.3 would be  Budget YE Close GL 

5.3 ).   

Indicates point at which the process ends. Does 

not represent any activity.

Represents the possible outcomes of a decision or analysis that 

took place in a step immediately preceding. NOTE: this symbol 

itself does NOT represent any activity, and should not be given an 

identifier.

Budget YE 

Close

GL

5.3

Start

Step Number 

Represents a document of any kind, either 

electronic or hard copy

Manual 

Operation

Indicates point at which the process begins. Does 

not represent any activity.

On-Page or Intra Process Connector. Used to 

avoid complex overlapping connector lines or to 

continue a process on a subsequent page. Also 

used to reference a sub process within the same 

main process. Connectors are labeled with 

UPPER CASE letters.

Batch 

Process

Entity 

Name
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Cardinal

PR 6 Receive and Inspect Goods – 6.1 Create Receipts/Inspections

Start

Yes

End Process

6.1.9

Close 

Receipts 

Process
6.1.5

Select PO Lines
Received With a 

PO?
YesNo

6.1.2

Reject Damaged Goods

No

Quantity Exceeds 

Open PO Quantity?
No

6.1.6

Enter Quantity Received 

and any Comments 

Yes

6.1.3

Notify 

Procure

ment

Office

6.1.7

Notify 

Procure

ment

Office

Procurement 

Issues Change 

Order?

Yes

No

The 

PO_RECV_COM 

process will run 

on a batch 

schedule to close 

receipts

Receiver 

receives goods 

and services and 

inspects goods 

Receiver rejects 

damaged goods  

Receiver notifies procurement office 

that goods/services have been 

supplied without a PO  

Receiver selects 

PO’s and PO lines for 

receipt 

Receiver enters 

quantity and comments 

if necessary 

Receiver notifies procurement 

office that quantity received 

exceeds quantity ordered and 

tolerance if any 

6.1.8

Status set to Received

Receiver Status = 

Received?

Yes

No

Receiver re-saves receipt for it 

to go to received status A

PR

5.1.3

Buyer Issues 

PO?
No

Yes

6.1.4

Reject 

Goods

6.1.1

Goods/

Services 

Received

Is Good Damaged?

PR

5.1A B

B

C
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PR 6 Receive and Inspect Goods – 6.2  – Manage Receipts /Return Materials Authorization Process

6.2.2

Enter Reject 

Reason and 

Vendor RMA

6.2.1

Contact 

Vendor About 

Over Shipment

6.2.3

Rejected 

Goods 

Returned 

to Vendor 

End Process

Receiver 

contacts 

vendor about 

over shipment 

and how to 

return 

Receiver enters 

reject reason and 

vendors comments 

on return and 

saves receipt with 

return materials 

authorization

Receiver 

returns over 

shipment to 

vendor 

A

C
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